
Didja Know

Do you know how to correct the 
lodging rate on either the 
Authorization or Voucher?

You need to do this when quarters 
are provided or reduced (Like at 

Nickell Hall and Camp Robinson).



After you have added/corrected all your Non-Mileage and

Mileage Expenses, scroll to the “Per Diem Entitlements”

and click it so you can get in there and fix that Lodging 

Rate! 



Click on “Expenses”

Then Click on “Per

Diem Entitlements”

You need to change the 88.00 

amount to 00.00



Click the “Edit All”

Button below



Change this amount to 00.00

is you are staying at PEC



If you are changing the rate because 

you are staying at PEC or

any location that offers government 

lodging, you need to scroll down and check 

the Quarters Available box



If you are changing the rate because

the hotel rate is HIGHER from

The GSA Per Diem rate, 

Click “Actual Lodging.

When you get to the Pre-Audit page

you will be required to justify why

you are not using the government

rate.



If you are changing the rate because

the hotel rate is LOWER from

the GSA Per Diem rate, 

you do NOT click “Actual Lodging.



Scroll down and click 

“Save These Entitlements”



What if I have to pay a different rate for only ONE day during my TDY??

Sometimes this happens.

Some hotels charge a different rate for Friday and Saturday.

It’s easy to fix.  No panic required!



Click Here

Let’s pretend for a moment that you

actually stayed at the Taj Mahal instead

of PEC and you had to pay $99 on

06/04/09 only.



Because the Taj Mahal rate 

was $99 on the 4th, change 

this amount.



After you have changed the amount to

$99, scroll down and click 

“Actual Lodging”.

When you get to the “Pre-Audit” page,

be prepared to explain why you selected

“Actual Lodging”

Don’t forget to “Save These Entitlements”!



When you are going through your normal Digital Signature process,

you will ultimately be directed to the “Pre-Audit” page. 

The next screen shot shows what you will see and need to do to satisfy

the Flag you got when you changed the lodging rate for 06/04/09.



Was informed by the Taj Mahal concierge  that 

the rate for 6/4/09 would be $99

Type in your justification for the

rate change for 06/04/09



Ta Da!

You have successfully changed your lodging rate on your

Authorization request.

But remember:  If unexpectedly the rate changed 

after your Authorization was approved, you STILL

need to fix it when you do your voucher.  

All the steps are the same.


